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FOREWORD 

Each  school  system  in  the  State  of  Illinois  should  meet  moral,  as  well  as  legal, 
responsibilities  necessary  to  assist  in  providing  a  safe  school  environment.  Ultimate  safety 
requires  understanding,  interest  and  action  to  develop  up-to-date  disaster  plans  for  natural 
and  man-made  disasters.  Every  school  should  have  written  policies  to  minimize  the  problems 
and  confusion  that  accompany  disaster. 

The  purpose  of  this  guide  is  to  stress  the  necessity  of  developing  an  emergency  preparedness 
plan  for  every  school  district  in  the  State  of  Illinois.  This  guide  cannot  possibly  cover  all 
aspects  of  emergency  preparedness,  but  will  provide  a  general  understanding  of  what  must 
be  done.  The  board  of  education,  administration,  teachers  and  the  community  should  exert 
every  possible  effort  toward  the  protection  and  safety  of  everyone  connected  with  the 
school.  Unfortunately,  even  the  safest  environment  cannot  prevent  disaster.  A  major 
emergency  affecting  large  numbers  of  people  may  occur  any  time,  any  place.  Lives  can  be 
saved  if  personnel  are  prepared  for  any  emergency  and  know  what  action  to  take. 

E.  Erie  Jones  Joseph  M.  Cronin 

Director,  Emergency  State  Superintendent 

Services  and  Disaster  Agency  of  Education 

April  15,  1977 
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INTRODUCTION 


The  Illinois  Office  of  Education,  in  cooperation  with  the  Illinois  Emergency  Services  and 
Disaster  Agency,  Illinois  State  University,  and  selected  members  of  the  I llinois  educational 
community,  has  developed  this  guide  for  Illinois  school  administrators. 

Responsible  school  authorities  have  a  moral,  as  well  as  legal,  obligation  to  provide  for  the 
safety  of  their  students,  staff  and  facilities.  A  comprehensive  plan  should  be  developed  for 
each  attendance  center.  These  plans  should  be  part  of  a  district-wide  emergency  plan  and 
coordinated  with  local  and/or  county  plans. 

The  educational  community  must  respond  to  four  areas  of  concern: 

1)  general  disasters  (e.g.  tornado,  fire,  explosion,  bomb) 

2)  individual  emergencies  (e.g.  injury,  illness,  drug  reaction) 

3)  civil  disorders  (e.g.  bomb  threat,  student  unrest) 

4)  safety  education  curriculum 

The  State  Board  of  Education  is  very  grateful  to  those  educators  whose  time  and  effort  were 
expended  in  the  preparation  of  this  guide.  Special  recognition  is  given  to  Mr.  Robert  Jonaitis 
of  the  Michigan  Department  of  Education  whose  School  Emergency  Procedure  Planning 
Guidelines  served  as  a  model  for  the  Illinois  guidelines;  to  Mr.  Peter  Paiton  who  is  chairman 
of  the  Illinois  Disaster  Planning  Group,  Emergency  Services  and  Disaster  Agency;  Mr.  Floyd 
H.  Dunlap,  director  of  the  Civil  Preparedness  Instructional  Programs  at  Illinois  State 
University;  Messrs.  Conan  N.  Smith,  David  G.  Anderson,  and  A.  Edward  Johnson,  director. 
Safety  Education/Pupil  Transportation  Section,  Illinois  Office  of  Education. 
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OBJECTIVES 


To  make  school  personnel  aware  of  the  need  for  emergency  planning. 

To  aid  in  the  preparation  of  an  emergency  plan  for  each  attendance  center  within  the 
district. 

To  stimulate  the  development  of  a  system  for  staff  training  and  evaluation  of  school 
emergency  procedures. 

To  encourage  the  inclusion  of  safety  concepts  within  the  curriculum 
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CONTINUITY  OF  ADMINISTRATION 


During  any  type  of  emergency  situation,  a  continuity  of  administration  (chain  of  command) 
should  be  established  and  kept  up-to-date  on  a  regular  basis.  It  is  suggested  that  the  title  or 
position  be  designated  rather  than  the  name  of  a  particular  individual.  This  insures 
decision-making  by  title  rather  than  by  name  should  a  disaster  occur.  The  following 
procedure  is  suggested: 

1.  In  the  case  of  a  district-wide  emergency  situation,  the  decision  will  be  made  by  the 
superintendent  of  schools. 

School  Telephone  _ 

Home  Telephone  _ 

In  the  absence  of  the  school  superintendent,  the  following  administrators,  in 
sequence,  shall  be  contacted  for  decision-making  purposes: 

a.  Assistant  Superintendent 

School  Telephone _ 

Home  Telephone  _ _ 
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CONTINUITY  OF  ADMINISTRATION 


b.  Other 


School  Telephone _ 

Home  Telephone _ _ 

2.  In  the  case  of  a  school  building  emergency  situation,  the  decisions  will  be  made  by 
the  school  principals. 

School  Telephone _ 

Home  Telephone _ 

In  the  absence  of  the  school  principal,  the  following  administrators,  in  sequence, 
shall  be  contacted  for  decision-making  purposes: 

a.  Assistant  Principal 

School  Telephone _ 

Home  Telephone _ 
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b.  Other 


School  Telephone - 

Home  Telephone - 

c.  Other 

School  Telephone _ 

Home  Telephone _ 

You  may  decide  on  a  procedure  different  from  the  preceding  examples,  but  be  sure  you 
develop  some  type  of  continuity  of  administration.  When  disaster  strikes,  someone  will  be 
called  upon  to  make  decisions.  They  will  also  have  to  provide  the  answers  following  the 
emergency. 


SEVERE  WEATHER 


A.  Tornadoes 

1.  A  TORNADO  WATCH  is  a  forecast  of  the  possibility  of  one  or  more  tornadoes  in  a 

large  area.  Continue  normal  activities  but  watch  for  tornadoes. 

a.  Illinois  has  a  warning  system  for  severe  weather  conditions  involving  the  Illinois 
Emergency  Services  and  Disaster  Agency,  the  Illinois  State  Police,  and  the 
National  Weather  Service.  The  notification  of  a  weather  watch  or  warning  is 
done  by  a  tone  encoded  message  from  the  nearest  Illinois  State  Police  District 
through  a  weather  warning  receiver.  Information  on  the  purchase  of  a  receiver 
can  be  obtained  through  the  local  emergency  services  coordinator  (civil  defense 
director)  or  the  Illinois  Emergency  Services  and  Disaster  Agency,  111  East 
Monroe  Street,  Springfield,  Illinois  62706. 

b.  The  receiver  should  be  plugged  in  and  placed  in  a  location  where  it  will  be 
monitored  whenever  the  building  is  occupied. 

c.  When  a  tornado  watch  is  announced  over  the  weather  warning  receiver,  the 

local  radio  station  should  be  tuned  in  for  updated  weather  information.  Their 
frequency  is _ 

d.  A  pre-designated  responsible  person  should  be  assigned  as  a  lookout  and 
equipped  with  communication  gear.  (This  could  be  custodial  staff,  cafeteria 
employee,  etc.)  A  responsible  senior-level  student  or  student  teacher  could  be 
assigned  as  an  assistant.  This  lookout  should  have  a  good,  clear  view  of  the 
south  and  west  or  the  direction  of  approach  of  threatening  weather. 

e.  If  at  dismissal  time  the  weather  is  threatening,  although  no  official  warning 
may  have  been  received,  consideration  should  be  given  to  retaining  the  students 
at  school  until  the  threatening  period  is  over. 


SEVERE  WEATHER 


A  TORNADO  WARNING  means  that  a  tornado  has  been  detected  and  may  be 

approaching. 

a.  The  public  warning  signal  —  5-minute  steady  blast  on  emergency  preparedness 
sirens  —  is  activated.  This  signal  may  be  repeated  if  necessary.  If  your 
community  has  no  emergency  preparedness  sirens,  check  with  local  officials  to 
determine  the  warning  signal  in  your  locality. 

b.  The  weather  warning  receiver  and  local  radio  station _ should  be 

monitored  constantly. 

c.  The  tornado  warning  will  be  disseminated  to - school  from 

_ warning  point. 

d.  _ school  administration  will  disseminate  warning  to  remaining 

school(s) _ 

e.  School  warning  signal  (established  by  each  school) - School 

warning  system  is  as  follows: 


3.  Staff  should  proceed  with  all  students  to  predesignated  tornado  shelter  areas, 
preferably  in  the  basement.  If  no  underground  shelter  is  available,  an  interior 
hallway  on  the  lowest  floor  will  probably  be  the  best  shelter.  AVOID  windows, 
auditoriums,  gymnasiums,  or  other  structures  with  wide,  free-span  overheads.  The 
determination  of  the  best  available  shelter  is  crucial  to  the  safety  of  students  and 
staff.  The  following  preparatory  activities  should  be  implemented: 

a.  Definite  instructions  should  be  provided  to  custodians  on  their  responsibilities 
for  turning  off  utilities. 

b.  Tornado  shelter  routes  should  be  posted  in  each  room. 

c.  Provisions  should  be  made  to  warn  all  persons  outside  the  building  in  order  that 
they  may  proceed  to  shelter.  Special  provisions  for  the  movement  of 
handicapped  students  may  be  necessary. 

d.  All  school  personnel  should  be  made  aware  of  the  established  tornado 
procedures  early  in  each  school  year  and  the  subject  reviewed  periodically. 

e.  Bus  drivers  should  be  provided  instructions  concerning  procedures  to  follow 
upon  sighting  a  tornado  while  transporting  students. 

f.  Classroom  discussions  should  be  conducted  periodically  concerning  established 
tornado  procedures. 

g.  Warn  students  before  the  tornado  season  regarding  low  areas  where  flooding 
might  occur,  loose,  or  downed  electrical  wires,  and  danger  from  lightning. 
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B  Severe  Thunderstorms 


1.  Public  warning  signal  is  received  over  radio,  T.V.  or  the  weather  warning  receiver. 
Sirens  are  not  sounded  unless  there  is  danger  of  a  tornado. 

2.  School  warning  signal  (established  by  each  school) _ school  warning 

signal  is  as  follows: _ 

3.  If  a  storm  occurs  at  dismissal  time,  it  might  be  advisable  to  hold  students  until 
danger  has  passed. 

C.  Blizzards 

1.  Public  warning  is  issued  by  the  Weather  Service  through  radio  and  T.V.  when  a 
blizzard  is  anticipated. 

a.  School  will  be  closed  early  to  permit  buses  to  deliver  children  to  homes,  if 
applicable. 

b.  Buses  will  be  kept  in  radio  contact  at  all  times.  If  radio  contact  is  not  available 
and  adequate,  check  system  should  be  implemented. 

c.  Radio  station _ will  be  kept  informed  of  the  schedule  or  delay  of  buses. 


2.  Students  should  be  warned  of  the  following: 


a.  To  go  directly  home  after  school  day. 

(1)  School  personnel  should  be  aware  if  individual  students  are  authorized  to 
go  to  residences  other  than  their  homes. 

(2)  A  questionnaire  will  be  distributed  to  students  requesting  this  information 
from  parents. 

b.  To  be  properly  dressed. 

c.  To  be  aware  of  low  visibility  when  crossing  streets,  etc. 

3.  Special  provisions  may  have  to  be  made  for  handicapped  students. 

4.  The  closing  of  schools  is  determined  by  the  superintendent  of  schools.  In  addition, 
notice  should  be  given  to  local  radio  and  T.V.  stations  when  schools  are  not  in 
session. 

5.  The  following  equipment  is  recommended  for  the  school  bus: 

a.  Two-way  radio. 

b.  Fire  extinguisher. 

c.  First-aid  kit. 

d.  Plastic  scraper. 
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6.  The  bus  operator  should  do  the  following: 

a.  Use  two-way  radio  to  notify  the  superintendent  or  designated  superior  in  the 
following  situations: 

(1)  If  road  is  blocked. 

(2)  If  bus  is  stuck. 

(3)  If  bus  has  been  in  an  accident. 

(4)  If  route  has  to  be  changed. 

b.  Check  exhaust  system  daily  for  leaks. 

c.  Use  regular  route  when  possible. 

d.  Arrange,  during  bad  weather,  for  parents  whose  children  have  been  let  off  bus 
to  call  next  parents  on  route  that  the  bus  has  stopped  and  is  on  its  way. 

e.  Follow  these  procedures  if  bus  is  stalled: 

(1)  Stay  with  bus. 

(2)  Turn  on  clearance  lights. 

(3)  Allow  the  motor  to  run  only  if  exhaust  is  cleared  by  air  currents. 

(4)  Provide  ventilation  by  lowering  windows  slightly  on  side  away  from  storm. 

(5)  Do  not  panic,  work  slowly. 

(6)  Beware  of  overexertion. 

7.  On  special  occasions,  policy  should  be  established  covering  bus  trips  for  athletic 
contests,  field  trips,  class  tours. 


BOMB  THREATS 


A.  A  Bomb  Threat  Call  Checklist  should  include: 

1.  Exact  location  of  the  bomb. 

2.  Time  set  for  detonation. 

3.  What  it  looks  like. 

4.  What  the  explosive  is. 

5.  Why  it  was  placed. 

Obtain  as  much  detail  as  possible  about  the  bomb  and  its  location.  Legitimate 
callers  usually  wish  to  avoid  injury  or  detection  -  request  more  data  by  expressing 
a  desire  to  save  lives. 

B.  In  Case  of  Bomb  Threat  Warnings,  Immediately  Call: 

1.  Principal  —  telephone  number _ _  . 

2.  Police  Department  —  telephone  number _ 

3.  Fire  Department— telephone  number _ _ 

4.  Superintendent  -  telephone  number _ 

A  decision  by  the  administration  must  be  made  whether  or  not  to  evacuate  the 
building.  (It  is  recommended  that  evacuation  be  made  in  all  cases;  however, 
circumstances  will  vary  in  each  incident.) 

C.  If  Evacuation  is  Made,  the  following  should  be  considered: 

1.  It  should  be  a  minimum  of  500  feet. 

2.  Instructors  will  make  visual  checks  of  their  classrooms  reporting  anything  unusual 
to  police.  DO  NOT  TOUCH  ANYTHING  SUSPICIOUS. 

3.  Instructors  will  be  responsible  for  students  in  their  rooms  at  time  of  evacuation. 

4.  Instructors  will  take  roll  call  at  the  evacuation  holding  area. 


BOMB  THREATS 


D.  In  Case  of  Actual  Bomb  Discovery  in  the  Building  or  Grounds,  the  following  activities 
should  be  implemented: 

1.  Evacuate  the  building  immediately  to  at  least  500  feet. 

2.  Do  not  handle  or  move  the  BOMB. 

3.  Tell  the  principal/police  where  the  bomb  is. 

4.  Have  custodial  staff  and  the  school  nurse  available  for  advisory  duty  and  first  aid. 

E.  The  following  investigator's  report  should  be  filled  out  for  the  investigating  officer: 

1.  Date _ and  Time _ of  call. 

2.  Exact  language  used _ _ 


3.  Male _ Female _ Adult _ Child _  Estimated 

age - 

4.  Speech  (check  applicable) 

Slow _ 

Rapid _ 

Normal _ 

Excited _ 

Loud _ 

Disguised _ 

Broken _ 

Sincere _ 

Accent _ 

5.  Background  noises _ 

6.  Name  of  person  receiving  the  call _ 


F.  Upon  receipt  of  a  bomb  threat,  dial  the  following  number  immediately  and  report  the 
call: 

(Number  of  Police  Dept.)  (Supervisor  in  Charge) 

DO  NOT  DISCUSS  THE  CALL  WITH  OTHER  PERSONNEL. 

Report  the  call,  notify  your  supervisor,  and  follow  instructions. 

G.  The  following  is  a  sample  of  possible  bomb  locations  and  staff  assignments: 

Possible  Bomb  Locations  Name  of  Staff  or  Teacher 

Personnel  Assigned 

1.  Corridors  and  entries  _ 

2.  Cafeteria,  dishwashing  room,  kitchen, 

and  teachers'  lunchroom  - 

3.  Boys'  lavatory  _ 

4.  Girls'  lavatory  _ 

5.  Empty  shops  and  shop  office  _ 

6.  Men's  lavatory  (teachers)  _ 

7.  Women's  lavatory  (teachers)  _ _ 


8. 


Outside  perimeter  of  building 


9. 


Janitor  closets,  fire  hose  cabi¬ 
nets,  disposal  room,  elevator 
rooms,  boiler  room,  tunnel,  and 
student  store 

10.  Waste  containers  in  corridors 
and  lavatories 

11.  Empty  classrooms 

12.  Gym  and  pool  area 

13.  Other 


Room  No _ 

Suggested  Teacher's  Checklist  —  Teacher _ 

For  Use  in  Bomb  Threat  in  School  Date _ 

This  checklist  has  been  devised  to  assist  teachers  in  prechecking  their  rooms  to  see  that  they 
are  free  of  explosives.  The  object  of  this  prechecking  is  to  reduce  the  necessity  of  ordering 
evacuation  of  classrooms.  A  copy  of  the  checklist  should  be  immediately  available  to  the 
police  should  there  be  an  emergency. 
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1.  Did  I  secure  my  room  on  leaving? 

a.  Lock  all  windows? 

b.  Turn  off  lights? 

c.  Lock  all  doors? 

2.  Did  I  check  my  room  on  arrival? 

a.  Did  I  have  to  use  my  key? 

b.  Did  the  lock  turn  normally? 

c.  Was  the  light  switch  normal? 

d.  Were  the  windows  locked? 

3.  Did  I  check  the  contents  of  the 
room  for: 

a.  Any  extraneous  wires? 

b.  Any  packages? 

c.  Any  ticking  sound? 

d.  Any  lengths  of  pipe? 

e.  Any  dynamite  caps? 

f.  Any  dynamite  sticks? 

g.  Any  exposed  matchbooks? 

h.  Any  wire  or  string  attached  to 
unknown  object  (pull-type 
igniter)? 


Yes 


Mo 
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4.  Did  I  look: 

a.  On  the  floor? 

b.  On  the  walls? 

c.  On  the  ceiling? 

d.  In  the  desks? 

e.  In  the  closet? 

f.  Among  the  books? 

g.  Among  the  packages? 

h.  Under  the  room  or  steps? 

5.  Was  there  any  foreign  object  noted? 


6.  If  so,  did  I  leave  it  alone  and  notify 
proper  authorities? 


Yes 


No 
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DISTURBANCES  OR  DEMONSTRATIONS 


Prevention  of  possible  disturbances,  through  sound  and  relevant  educational  programs,  and 
open  lines  of  communication  with  students,  staffs  parents,  and  community,  is  essential  and 
should  be  a  prime  concern  of  the  entire  community. 

The  following  procedures  should  be  considered  only  in  case  of  full-blown  emergencies.  The 
administrative  staff  should  assess  the  situation  to  determine  its  seriousness  and  its  effect  on 
the  safety  of  students  and  staff  before  taking  any  action. 

After  determination  that  a  situation  is  threatening  to  the  safety  of  students  and  staff,  the 
following  procedures  should  be  implemented: 

1.  The  principal  is  in  complete  charge  of  his/her  building  and  facility.  A  predesignated 
chain  of  command  should  be  established  in  case  of  absence  of  the  principal  from 
the  building. 

2.  Put  into  effect  the  prearranged  individual  building  emergency  plan. 

3.  Notify  superintendent  of  schools.  Telephone _ . 

4.  Superintendent's  office  should  notify  all  schools  in  area  of  possible  disturbance. 

5.  In  the  area  of  student  relations,  the  following  activities  should  be  implemented: 

a.  Keep  students  informed  of  situation  through  normal  channels  of 
communication. 

b.  Confer  with  student  representatives  of  all  groups  holding  all  points  of  view  in 
order  to  dispel  rumors,  calm  fears,  and  provide  as  near  normal  operation  as 
possible. 


DISTURBANCES  OR  DEMONSTRATIONS 


c.  Normal  classroom  operation  should  be  maintained  as  much  as  possible  and  all 
students  encouraged  to  stay  in  class. 

(1)  If  disturbance  is  outside  of  building,  students  should  be  kept  away  from 
windows. 

(2)  Students  should  be  advised  of  any  threat  to  their  welfare  that  may  be 
occasioned  by  leaving  building. 

d.  No  student  or  student  group  should  be  utilized  in  calming  any  disturbance  that 
might  place  them  in  a  situation  where  physical  harm  might  occur,  or  that 
would  jeopardize  their  normal  relationship  with  their  fellow  students. 

6.  In  the  area  of  staff  relations,  the  following  should  be  considered: 

a.  The  faculty  should  be  kept  fully  informed  of  the  situation,  using  all  available 
means  of  communication. 

b.  Prearranged  duties  and  responsibilities  should  be  assigned. 

c.  All  faculty  should  record  events  that  occur  in  their  vicinity  with  names,  time 
and  place  of  events,  and  action  taken. 

d.  All  faculty  can  have  a  calming  effect  by  their  actions  and  reactions  to  the 
situation.  Good  judgment  and  reasoned  action  will  minimize  the  disturbance. 
Individual  fear  or  emotion  must  be  controlled  and  not  communicated  to 
students. 

e.  Administrative  staff  are  responsible  to  the  building  principal  for  performance 
of  assigned  duties. 
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f.  The  custodial  staff  is  responsible  to  the  building  principal  for  assigned  duties. 
These  may  include: 

(1)  Responsibility  for  physical  plant,  i.e.,  utilities,  fire  alarm  system,  etc. 

(2)  Security  of  all  entrances. 

g.  The  clerical  staff  should  be  responsible  for  the  following: 

(1)  Safety  of  essential  records  without  jeopardy  to  their  own  physical 
well-being. 

(2)  Keeping  the  switchboard  clear  for  emergency  calls. 

h.  Auxiliary  staff,  such  as  teachers,  nurses,  etc.,  remain  at  their  assigned  duties 
unless  specifically  assigned  other  duties  by  the  administrative  staff. 

7.  In  the  area  of  police  relations,  the  following  should  be  considered: 

a.  The  principal  of  the  building  should  alert  the  police  for  possible  action. 
(Predisturbance  alerting  will  greatly  hasten  police  response  if  they  are  later 
needed.  A  plainclothes  police  officer  can  be  assigned  to  observe  and  assist.) 

b.  The  use  of  uniformed  police  in  any  crisis  situation  must  be  handled  with 
extreme  care.  Principal  should  designate  an  entrance  and  room  where 
uniformed  police  may  enter  and  remain  until  called  for  duty. 

8.  In  the  area  of  community  relations,  the  following  should  be  considered: 

a.  Keep  parents  fully  informed  of  situation  in  schools  by  all  possible  means  of 
communication. 

b.  Organize  a  parental  group  that  would  voluntarily  participate  in  attempts  to 
calm  disturbances  in  schools. 

c.  A  telephone  chain  should  be  established  for  speedy  utilization  of  parents. 

d.  Establish  relations  with  organizations  in  the  community  and  recognized 
community  leaders  so  that  they  might  be  a  source  of  assistance  in  calming 
potentially  dangerous  situations. 
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9.  In  the  area  of  news  media  relations,  the  following  should  be  considered: 


a.  Assign  a  staff  person  the  specific  responsibility  for  dealing  with  all  news  media. 
This  should  be  a  school  official  familiar  with  the  news  media.  All  news  inquiries 
should  be  directed  to  him/her. 

b.  Provide  a  room  for  press  conferences. 

c.  Keep  news  media  informed  of  all  decisions. 

d.  Insist  that  news  media  keep  cameras  out  of  the  building  or  that  they  be 
brought  to  the  press  room. 

e.  Urge  news  media  to  present  a  complete  and  accurate  picture  of  the  disturbance 
rather  than  isolated  inflammatory  incidents. 

f.  Every  effort  should  be  made  to  dispel  rumors  by  utilization  of  news  media. 
Reporters  should  be  furnished  with  all  the  facts  available. 

10.  If  the  decision  to  close  schools  is  made  by  the  administration,  the  following 
activities  should  be  implemented: 

a.  All  neighboring  schools  should  be  informed. 

b.  Parents  should  be  informed  as  quickly  as  possible  through  radio  and  television. 

c.  Inform  all  students  and  staff. 

d.  Staff  will  supervise  dismissal. 

e.  Bus  transportation  should  be  arranged. 

f.  Inform  the  local  police  prior  to  closing  to  prepare  them  for  possible 
disturbance  in  the  city  upon  release  of  students. 

g.  Whenever  possible,  release  students  in  groups  rather  than  a  mass  dismissal. 
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NUCLEAR  EMERGENCY 


Man  himself  frequently  is  responsible  for  disaster  through  negligence  or  by  willful  acts. 
Man-made  disaster  resulting  in  destruction  of  life  and  property  originates  in  both  peaceful 
and  military  pursuits. 

Pupils  in  schools  are  exposed  to  potential  hazards  from  influences  outside  the  school  such  as 
falling  aircraft,  a  radiological  accident  or  the  possibility  of  radioactive  fallout. 

You  can  give  the  students  a  much  better  chance  of  surviving  such  an  occurrence  if  you  will 
take  the  time  to: 

1.  Understand  the  dangers. 

2.  Plan  actions  to  take  at  the  time  of  such  an  occurrence  (a  plan  after  the  event  is  too 
late). 

3.  Nuclear  plans  for  warning,  shelter,  and  evacuation  should  be  coordinated  with 
county  and/or  city  emergency  services. 

A.  Nuclear  Emergency  Plan 

1.  For  guidance,  follow  procedures  set  forth  in  Community  Shelter  Plan  (C.S.P.).  If 
your  county  has  participated  in  community  shelter  planning,  copies  are  available 
from  your  local  emergency  services  coordinator. 

2.  Decisions  will  have  to  be  made: 

a.  To  send  students  home  when  official  emergency  communications  indicate  there 
is  sufficient  time  to  arrive  home  before  dangerous  conditions  develop. 

or 

b.  If  conditions  will  not  allow  time  for  students  to  be  dismissed,  students  will  be 
assembled  in  predesignated  shelter  areas  in  each  building. 

Shelter  area(s)  in  this  building  is  approved  for _ persons,  and  located 


or 
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NUCLEAR  EMERGENCIES 


c.  If  your  building  does  not  have  shelter,  students  may  have  to  take  shelter  in 
buildings  near  your  school. 

Shelters  near  this  school: _ 

Name  of  building _ Shelter  spaces _ 


(This  information  can  be  obtained  from  your  local  emergency  services 
coordinator.) 

B.  Planning  Considerations 

1.  Have  your  buildings  surveyed  for  shelter  areas  (contact  local  emergency  services 
coordinator). 

If  the  building  meets  government  standards  of  protection  factors  40  or  more 
and  room  for  50  or  more  people,  the  school  administrator  should: 

a.  See  that  shelters  are  marked. 

b.  Assign  shelter  responsibilities: 

(1)  Shelter  manager 

(2)  Radiological  monitor 

(3)  Medical  personnel 

c.  Assign  shelter  spaces. 

d.  Hold  drills. 

e.  Consider  supplies,  i.e.,  existing  food  and  water. 

f.  Consider  emergency  power. 

g.  Post  a  shelter  decal  in  shelter  area. 

h.  Post  proper  warning  signals  and  shelter  movement  routes. 


2.  If  your  buildings  do  not  meet  government  shelter  specifications,  the  school 

administrator  should: 

a.  Consider  shelter  in  new  construction  and  in  renovations. 

b.  Plan  on  evacuating  students  home  or  to  community  shelter. 

c.  Set  up  advisory  committee  to  help  develop  and  inform  parents  of  these 
plans. 

d.  Make  certain  all  students  have  an  emergency  home  assigned. 

e.  See  that  all  students  walk  to  their  emergency  home  (walking  distance). 

f.  Develop  bus  transportation  plans  which  should  include  alternative  drivers, 
routes  and  stops. 

g.  Inform  parents  that  due  to  traffic  conditions,  they  would  not  be  able  to 
pick  up  children  at  school. 

h.  Contact  local  authorities  to  help  develop  emergency  bus  routes. 

i.  Develop  communication  systems  so  you  may  contact  your  local  emergency 
services  coordinator  during  emergencies. 
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FIRE 


In  the  event  a  fire  is  detected  within  a  school  building,  proceed  according  to  the  following 
plan: 

1.  Sound  the  FIRE  ALARM  by  pulling  the  alarm  system  located  in  the  halls  or  in 
specific  rooms. 

2.  Be  sure  the  building  is  evacuated  according  to  established  plan  with  occupants  at 
least  500  feet  from  the  structure  and  out  of  the  fire  department's  way. 

3.  Render  first  aid  as  necessary. 

4.  Notify _ Fire  Department.  Telephone _ 

5.  Notify _ Police  Department/Sheriff.  Telephone _ 

6.  Confine  the  fire  by  closing  the  door  to  the  area  involved. 

7.  Custodial  staff  and  teachers  trained  in  the  use  of  fire  extinguishers  may  fight  small 
fires.  Do  not  endanger  life.  Do  not  neglect  to  sound  the  alarm. 

8.  Notify  utility  companies  of  a  break  or  suspected  break  in  lines  which  might  present 
an  additional  hazard. 

9.  Keep  access  roads  open  for  emergency  vehicles. 

10.  Take  roll. 

11.  Notify  Principal.  Telephone _  Home _ 

12.  Notify  Superintendent  of  Schools.  Telephone _  Home _ 


13.  Students  and  staff  should  not  return  to  the  school  until  fire  department  officials 
declare  the  area  safe. 

14.  In  the  event  of  a  fire  near  the  school,  the  principal  shall  determine  which  of  the 
foregoing  instructions  are  required. 

FIRE  DRILLS  should  be  conducted  in  accordance  with  the  school  code. 
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UTILITY  EMERGENCIES 


As  a  modern  society  becomes  increasingly  more  complex,  the  possible  consequences  of  the 
loss  of  utilities  become  a  matter  of  concern  to  all  safety  personnel.  Whether  or  not  a 
particular  school  can  continue  to  operate  when  faced  with  a  sudden  and  prolonged  loss  of 
one  or  more  utilities  depends  on  the  degree  of  inconvenience  to  the  school  and  community 
caused  by  the  utility  failure,  the  availability  of  alternate  sources  of  supply,  the  availability 
of  alternate  school  locations,  the  degree  of  community  involvement,  and  the  resourcefulness 
of  both  community  and  school  officials.  Loss  of  utilities  may  be  caused  by  any  number  of 
natural  or  man-made  disasters.  To  minimize  the  effects  of  a  utility  failure,  the  following 
preventive  measures  should  be  taken: 

1.  List  the  possible  effects  of  the  loss  of  each  utility  within  your  school.  (Loss  of 
electricity  might  affect  the  pumping  of  heating  oil,  as  well  as  light,  heat,  and 

ventilation.) 

2.  List  the  alternate  sources  of  power  supply  available  in  the  community. 

3.  Consider  the  possibility  and  advisability  of  purchasing  an  emergency  generator  to 
supply  essential  needs.  (This  type  of  equipment  may  be  available  via  state  or  federal 

surplus  property  programs.) 

4.  Inventory  the  community  resources  to  locate  alternate  sources  of  necessary 

supplies. 

5.  Locate  buildings  or  parks  that  are  suitable  and  available  for  use  in  good  or  bad 
weather  in  which  to  conduct  school  temporarily.  If  none  are  available,  the  school 

must  be  closed  until  repairs  can  be  made. 

Utility  Emergency  Communications  Procedures  in  the  following  situations: 

A.  Electric  Power  Failure 

1.  During  School  Hours 

a.  Call _ Public  Utilities.  Telephone  No _ 

b.  Call _ Power  Company.  Telephone  No _ 
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B.  Gas  Line  Break  -  TOP  PRIORITY 


1.  During  School  Hours 

a.  Clear  immediate  area  (evacuate  building,  if  necessary). 

b.  Call _ Natural  Gas  Company.  Telephone  No. _ 

c.  Call  Fire  Department.  Telephone  No _ 

d.  Call  the  Police  Department.  Telephone  No _ 

e.  Call  Superintendent  of  Schools.  Telephone  No. _ 

f.  Call  custodial  staff  or  principal  via  school  office  intercom  system. 

2.  After  School  Hours 

a.  Clear  the  immediate  area  (evacuate  building,  if  necessary). 

b.  Call _ Maintenance  Supervisor  for  Gas  Company. 

Telephone  No _ (Emergency)  or 

_ Assistant  for  Gas  Company. 

Telephone  No _ (Emergency) 

c.  Call  Fire  Department.  Telephone  No _ 

d.  Call  the  Police  Department.  Telephone  No _ 

e.  Call  Superintendent  of  Schools.  Telephone  No _ 

C.  Water  Main  Break 

1.  During  School  Hours 

a.  Call _ Public  Utilities.  Telephone  No. _ (Emergency) 

b.  Call  custodian  on  school  intercom  system. 

c.  If  flooding  occurs  and  pump  is  needed,  call _ Engineering 

Department.  Telephone  No _ or _ 

d.  Emergency  Services  Coordinator.  Telephone  No _ or _ 

2.  After  School  Hours 

a.  Call _ Public  Utilities.  Telephone  No _ 

b.  Call  Custodian.  Telephone  No _ 

c.  If  flooding  occurs  and  pumps  are  needed,  call _ Engineering 

Department.  Telephone  No _ or _ 

d.  Emergency  Services  Coordinator.  Telephone  No. _ 
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HAZARDOUS  MATERIALS  INCIDENT 


Warning  of  a  hazardous  materials  incident  is  usually  received  from  the  fire  or  police 
department  or  from  emergency  services  officials  when  such  incidents  occur  sufficiently  near 
the  school  to  be  a  threat  to  the  safety  of  the  school.  An  overturned  tanker,  either  a  truck  or 
a  train;  a  broken  fuel  line;  or  an  incident  in  a  commercial  establishment  that  uses  chemicals 
are  all  potential  hazards  if  such  incidents  occur  near  the  school  or  if  the  wind  is  such  that  it 
would  carry  fumes  from  such  incidents  to  the  school. 

Whether  the  incident  occurs  at  the  school  or  off  the  school  grounds,  the  procedure  to  be 
followed  is  as  follows: 

1.  Determine  the  need  to  leave  building. 

2.  Determine  whether  the  students  and  staff  should  leave  the  school  grounds. 

3.  If  necessary  to  evacuate  the  area,  move  crosswind,  never  directly  with  or  against  the 
wind  which  may  be  carrying  fumes. 

4.  Render  first  aid  as  necessary. 

5.  Notify _ Fire  Department.  Telephone  No _ 

6.  Notify _ Police  Department/Sheriff.  Telephone  No _ 

7.  Take  roll. 

8.  Notify  the  school  superintendent. 

9.  The  principal  will  direct  further  action  as  required.  Students  and  staff  must  not 
return  to  the  school  until  the  fire  department  officials  have  declared  the  area  to  be 
safe. 
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FLOODS 


Many  areas  of  Illinois  are  subject  to  floods.  Except  for  flash  flooding,  floods  usually  can  be 
forecast  sufficiently  in  advance  for  emergency  action  to  be  initiated  before  flood  waters 
affect  a  specific  area. 

In  those  areas  subject  to  serious  flooding,  school  disaster  plans  should  include  a  section  on 
floods  so  that  all  pupils  and  other  personnel  in  the  school  will  be  familiar  with  the  warning 
and  local  evacuation  plans.  The  following  items  should  be  considered: 

1.  When  a  general  area  is  affected,  notice  will  be  given  over  the  state  warning  system. 
Local  government  is  responsible  for  warning  in  the  event  of  flash  flooding.  During 
periods  of  possible  flooding  a  radio  watch  should  be  maintained. 

2.  This  is  one  of  the  few  disaster  conditions  in  which  evacuation  is  recommended. 
Prepare  to  leave  immediately  if  advised  to  evacuate. 

3.  In  case  there  is  an  area  which  is  known  to  flood,  plans  should  be  made  in  advance  as 
to  what  actions  are  proper  in  regard  to  the  following: 

a.  Bus  Safety 

(1)  Alternate  routes  to  be  used. 

(2)  Notification  of  parents  in  advance  as  to: 

(a)  Adjusted  bus  routes 

(b)  Where  child  will  be  picked  up  and  where  child  will  be  taken. 

(c)  Procedures  to  eliminate  or  greatly  reduce  necessity  of  telephone  calls. 

b.  Students  Walking 

(1)  Routes  to  be  taken. 

(2)  Supervision  by  school  personnel. 

c.  Policy  for  early  dismissal. 

4.  As  soon  as  information  is  received  that  an  area  is  flooded,  the  following  activities 
should  be  implemented: 

a.  Bus  drivers  should  be  notified. 

b.  Parents  should  be  notified  if  that  is  part  of  plan. 

c.  Supervisory  personnel  should  be  assigned  stations. 

d.  Plans  for  holding  pupils  after  normal  school  hours  if  early  dismissal  should  be 
put  into  effect. 

5.  In  case  of  a  sudden  or  flash  flooding  during  day  or  while  bus  is  on  its  trip,  instruct 
bus  drivers  as  to  their  responsibility: 

a.  In  crossing  a  flooded  bridge. 

b.  In  traveling  through  a  flooded  area. 

c.  In  caring  for  children  that  cannot  be  delivered  to  their  homes. 

d.  In  notifying  the  school  office  of  conditions. 
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SERIOUS  INJURY  OR  ILLNESS 


In  case  of  serious  injury  or  illness,  the  immediate  concern  is  to  aid  the  injured  or  sick 
student.  After  identification  of  injury  or  illness,  the  following  procedures  are  to  be  used  as 
general  guidelines  only: 

1.  Immediately  contact  building  principal. 

2.  The  building  principal  WILL  IMMEDIATELY  ATTEMPT  TO  CONTACT  THE 
PARENT  OR  LEGAL  GUARDIAN. 

3.  If  available,  obtain  the  assistance  of  the  qualified  first-aid  person  in  the  building. 
The  qualified  first-aid  person(s)  in  this  building  are: 

Name  _  _  Location  in  building 


4.  The  first-aid  person  and  building  principal  shall  determine  the  seriousness  of  the 
injury.  Care  and  consideration  must  be  taken  in  rendering  assistance  to  the  injured. 

5.  Based  on  the  determination  of  the  building  principal,  first-aid  person,  and  parent, 
the  injured  may  be  taken  to  the  hospital.  Depending  on  the  seriousness  of  injury, 
one  of  the  following  three  procedures  may  be  used  to  transport  the  injured  to  the 
hospital: 

a.  PARENTS  -  The  parent  will  come  to  school  and  transport  the  injured  in  his/her 
personal  car. 

b.  TEACHER/ADMINISTRATOR/HEALTH  AIDE  -  After  confirming  with 
parents,  teacher/administrator/health  aide  may  transport  the  injured  to 
hospital.  Tell  parents  the  nature  of  injury  and  ask  them  to  which  hospital  they 
would  like  their  child  taken. 

c.  AMBULANCE  SERVICE  -  building  principal  may  obtain  the  services  of  an 

ambulance  by  calling: _ 

6.  In  cases  of  serious  injury,  call  the  office  of  the  superintendent  and  notify  them  of 
the  type  of  injury,  seriousness,  and  status  of  situation. 

7.  An  accident  report  form  shall  be  filled  out  for  ALL  injuries  and  forwarded  to  the 

office  of  the _ within  three  days  of  the  injury. 
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Illinois  Emergency  Services  and  Disaster  Agency 
Education  and  Training  Office 

1 1 1  East  Monroe  Street  Phone:  217/782-7860 

Springfield,  Illinois  62706 

The  Illinois  Emergency  Services  and  Disaster  Agency  (ESDA)  is  the  new  name  of  the 
State  Civil  Defense  Agency.  The  new  name  is  the  result  of  legislation  passed  in  1975  that 
greatly  broadened  the  mission  and  responsibilities  of  the  agency.  The  ESDA  has  respon¬ 
sibilities  for  coordinating  the  State's  disaster  response.  This  includes  preparing  for,  coor¬ 
dinating  the  operations  during,  and  administering  recovery  programs  after  a  disaster  or 
emergency.  In  order  to  carry  out  these  responsibilities  the  State  has  been  divided  into  nine 
Mutual  Aid  Regions.  Each  region  has  a  Coordinator  who  works  with  county  and  city  units 
of  Emergency  Services.  Illinois  has  over  600  local  Emergency  Services  and  Disaster  units  at 
the  local  level. 

The  State  ESDA  encourages  school  personnel  to  develop  comprehensive  emergency/ 
disaster  plans.  You  are  encouraged  to  contact  your  local  ESDA  or  the  State  Agency  for 
assistance  in  planning  or  for  help  after  an  emergency  or  disaster  strikes.  The  State  ESDA  has 
available  at  no  cost  many  publications  and  films  that  pertain  to  disaster  preparedness  and 
response.  Please  feel  free  to  ask  for  help  in  developing  your  emergency  plan,  in  locating  the 
"best  available  shelter"  within  your  buildings,  in  incorporating  emergency  preparedness  into 
your  curriculum  or  in  any  other  area  that  you  might  need  help  in. 
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Illinois  Emergency  Services  and  Disaster  Agency 

The  following  publications  on  emergency  planning  are  available  without  charge: 

1.  Tornado  Preparedness  Planning  in  Schools. 

2.  Brochure  on  Warning  Receivers. 

3.  High  Rise  Fire. 

4.  Civil  Preparedness  Instructional  Programs. 

5.  Cost  Benefits  in  Shelters. 

6.  Environmental  Protection. 

7.  Schools  in  Kansas  with  Tornado  Protection. 

8.  Environment. 

9.  Tornado  Safety  Rules  and  Information. 

10.  A  Hazard  Analysis  for  Illinois. 

11.  Introduction  to  Civil  Preparedness. 

12.  A  Perspective  on  Disaster  Planning. 

13.  Tornado. 

14.  Civil  Defense. 

15.  Disaster  Operations. 

16.  Severe  Local  Storm  Warning  Service. 

Illinois  State  Police 

Bomb  Threats. 
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